
                                                                                           271                                                           22 February 2010 

 

 

 

 

 

APPENDIX 4A-1 

 

TO ANNOUNCE A POSITION 

CHECKLIST 

 

 

SF 52 - To announce a position (Fill) 

 

1.  Indicate in Remarks Section if position is to be filled via Merit Promotion only. 

 

2.  Signatures:  Part A 

 

Block 5.  Signature of individual requesting the position be announced.  Normally, this will be 

the first-level supervisor.  The referral certificate will be sent to the individual whose name ap-

pears in block 5. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

A Memorandum may be used for the signatures of other individuals in the chain of command.  

For ARNG units the AO of the major command must sign in block 6 as he/she is the individual 

who administers the program ceiling which TAG has allotted the command. 

 

3.  ANG request should have functional code entered in Part B, block 15. 

 

4.  Prior to requesting fill of a position the position description must be reviewed and the fol-

lowing statement entered in Part D, "The position description for this vacancy has been re-

viewed and a determination made that it accurately and adequately describes the duties to be 

performed.  Incumbency of this position is necessary to accomplish the mission of this organi-

zation." 

 

5.  Indicate in Part D - Remarks, if a security clearance is required for the position.  Normally 

the security clearance required for performance of technician duties will be the same as that re-

quired for his/her compatible military assignment. 

 

6.  Submit original only. 
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The position description for this vacancy has been reviewed and a determination made that  it accurately and adequately 

describes the duties to be performed.  Incumbency of this position is necessary to accomplish the mission of this organiza-

tion. 
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APPENDIX 4B-1 

 

CONVERSION OF INDEFINITE TECHNICIAN TO PERMANENT 

WHEN ORIGINAL ANNOUNCEMENT PROVIDES FOR CONVERSION WITHOUT 

FURTHER COMPETITION 

 

CHECKLIST 

 

 

SF 52 - Conversion to Permanent from Indefinite 

 

1.  SF 52 will be prepared and forwarded thru channels to HRO. 

 

2.  Signatures:  Part A 

 

Block 5.  Signature of the individual making recommendation to TAG for appointment.  Nor-

mally, this will be the first-level supervisor of the position. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

A Memorandum/Letter may be used for signature of other individuals in the chain of command.  

For ARNG units the AO of the major command must sign in block 6 as he/she is the individual 

who administers the program ceiling which TAG has allotted his command. 

 

3.  Submit original only. 
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APPENDIX 4C-1 

 

PROMOTION WITHOUT COMPETITION  

CHECKLIST 

 

 

SF 52 - Promotion Without Competition 

 

1.  SF 52 will be prepared and forwarded thru channels to HRO. 

 

2.  Signatures:  Part A 

 

Block 5.  Signatures of the individual making recommendation to TAG for promotion.  Nor-

mally, this will be the first-level supervisor. 

 

Block 6.  Signatures of the individual responsible for manning/ceiling control. 

 

A Memorandum/Letter may be used for signatures of other individuals in the chain of com-

mand.  For ARNG units the AO of the major command must sign in block 6 as he/she is the 

individual who administers the program ceiling which TAG has allotted his command. 

 

3.  Submit original only. 

 

4.  The following are actions that may be exempt from competition. 

 

     a.  Promotion due to issuance of new classification standards or the correction of a classifica-

tion error. 

 

     b.  Placement of over graded technicians entitled to grade retention as a result of RIF or re-

classification. 

 

     c.  Promotion when competition was held earlier (i.e., position advertised with known pro-

motion potential). 

 

    d.  Re-promotion to a grade or an intervening grade or position from which a technician was 

demoted without personal cause and not at his or her request. 

 

    e.  Promotion resulting from a technician's position being reclassified at a higher grade be-

cause of additional duties and responsibilities. 

 

    f.  Position change to a position having no higher promotion potential. 
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     g.  Position change required by RIF procedures. 

 

     h.  Temporary promotion of 120 days or less. 

 

     i.  Selection of a former technician from the Reemployment Priority List for a position at the 

same or lower grade than the one last held. 
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APPENDIX 4D-1 

 

TEMPORARY APPOINTMENT 

CHECKLIST 

 

 

SF 52 - Temporary Appointment 

 

 

1.  Part A, Block 1 - Enter "Temporary Appointment NTE            " and enter date temporary 

appointment terminates. 

 

2.  In the remarks section (Part D) thoroughly justify the need for a temporary employee. 

 

3.  Signatures:  Part A 

 

Block 5.  Signature of individual making recommendation to TAG for appointment.  Normally, 

this will be the first level supervisor. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

A Memorandum/Letter may be used for signatures of other individuals in the chain of com-

mand.  For ARNG units the AO of the major command must sign in block 6 as he is the indi-

vidual who administers the program ceiling which TAG has allotted his command. 

 

4.  OF 612 must be attached.  If the individual has prior active military service, a copy of his/

her DD Form 214 must be attached. 

 

5.  Temporary technicians are not required to meet military compatibility requirements unless 

the appointment exceeds 24 months.  
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APPENDIX 4E-1 

 

EXTENSION OF TEMPORARY APPOINTMENT 

CHECKLIST 

 

 

SF 52 - Extension of temporary appointment 

 

 

1.  SF 52 should be submitted if an extension of the temporary appointment is needed. 

 

2.  Part A, Block 1 - Enter "Extension of Temporary Appointment NTE            " and enter date 

extension of appointment will terminate. 

 

3.  Enter in the remarks section (Part D) thorough justification for the extension. 

 

4.  Signatures:  Part A 

 

Block 5.  Signature of immediate supervisor. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

For ARNG Units a Memorandum/Letter may be used for signature of other individuals in the 

chain of command. 

 

5.  The SF 52 requesting an extension of a temporary appointment must be forwarded so as to 

arrive at the Human Resources Office at least five (5) working days prior to the date the tempo-

rary appointment expires. 

 

6.  Submit original only. 
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APPENDIX 4F-1 

 

TERMINATION OF TEMPORARY TECHNICIAN PRIOR TO NTE DATE 

CHECKLIST 

 

 

SF 52 - Termination of Temporary Technician prior to NTE Date 

 

 

1.  A SF 52 should be submitted if the services of the temporary technician are no longer re-

quired.  The remarks section should contain a statement as to the reason for the termination.  

Also, the technician should be notified as far in advance as possible. If a technician does not 

work the full term of his/her appointment as originally scheduled and he/she elects to resign,  a 

SF 52 should be submitted for resignation. 

 

2.  Signatures:  Part A 

 

Block 5.  Signature of immediate supervisor or technician if action is a resignation. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

For ARNG Units a Memorandum/Letter may be used for signatures of other individuals in the 

chain of command.  The AO of the major command must sign in block 6 as he/her is the indi-

vidual who administers the program ceiling which TAG has allotted his/her command. 

 

3.  Submit original only. 
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